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FOREWORD

This mAule was developed for Florida Follow Through by

Janet Roehm, Hillsborough County Follow Through, for use by

parents who make up the Policy Advisory COmmittee (PAC), Its

purpose'is to build parents' skillS in areas which contribute

to effective Teadership--how to conduct business meetings, elect

officers, plan agendas, and write minutes of PAC meetings.

The materials were field-tested in"Tampa's Parent Leader-

ship'Rrogram over a two-year period, using three monthly sessions

of approximately three hours each. n additional tryout was

carried out in Gainesville, Florida, in June, 1977, using a one-

day workshop as a time frame. Participants in this latter session

were parents and staff members from eleven geographically separate

Follow Through sites which follow Ira J. Gordon's Florida Parent

Education Follow Through Model.

When using this module, plan two to three hours to carry out

,Part I. Parts II and III can be completed in approximately two

hours each.

Appreciation is extended to the Hillsborough County Follow

Through staff for their genero,ity in sharing this document with

other Florida educators. For further information, contact Clara

Nuccio, Director, Follow Through, 8412 13th Street, Tampa, Florida

33609.

.The activitywhich iS the subject of this report was supported.;in whole

or in part by the U.S. Office Of Education, Department-of Healthz; Educa-

tion, and Welfare. However, the opinions expressed herdin dO'not

'ne:cessarily: reflect the position or policy of the O.S. Office of Educa-

tion, and no offiCial endorsement by t:Re U.S. OffICe ofEducation -should.

.be inferred.
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Instructions for Administering the Module

I. Prepare the physical arrangements of .the room for activities
which are primarily small group oriented.

2- Read the module through especiallv noting the flow-chart.

(p. 3-,6)

3. Secure materials and equipment listed. (p. 7)

4. Preview the record and film designated.

5. Make .copies of the following sheets for each participant:

Preassessment, (p. 9)

Conducting a,meeting (p. 11) Enabling Act. 1

Quiz #1 Order of Business (13,.18).. 'Quiz #1

Motions & Amendments lip. 20) Enabling Act. 5

Quiz #2 Motions & gtendments (p. 25) Quiz #2

Quiz #3 Officers' Role (p. 32) Quiz #3

Rules for minutes% (p. 34) Enabling Act..12

Sample minutes (p. 36-411 Enabling Act. 13

Quiz 44 Minutes (p. 44) Quiz #4

Sample Agendas- (p. 48-52)

Conducting Elections (..P. 56). Enabling Act. fg

Bv-laws Appendix,
Enabling Act. 19

Ouiz #5 Agendas (p. 53) Quiz 45

Final Exam (p: 63764) Final Exam

6, Make up cards as called for in Enabling Activity 6 (p-. 22).

Make transparencies for masters

Conducting. a. Meeting

.Motions and Amendments

Conducting Elections

;.

1

Enabling Act. 1

Enabling Act. '5'

Enabling,Act. 18.



8. Read introduction script or play tape.

9. Administer the preassessment (p. 9.) If participants answer
"yes" to any question, they should continue in the module.



Enter

Part

L.)

Introduction

Tape

Exit

Module

FLOW CHART PART

Pre-Assessment

Ate any question's

answered "YeS"?

Enabling Acthity

#1

Transparency

"Conducting Meetings"

Choos,e

One

Enabling Act. 02

.A Primer of

Parliamentary,

Procedures

Reaq.pp. 4-9'

Use guide questions

Enabling Act. #3

Record - "Say It

Right" - Side 1-

Part 2 ,

Discuss

NOMento.w.~...*.,00..~.000.1""BWI

Enabling Act. #4

Film - "Parliamen-

tary Procedures"

1.



Quiz #1

Order of Business

Select

Alternate

Activity,

#2 Or #3

yes_

Part I (can't.)

.....
Enabling Act. #5

Transparency

'Motions

Amendments'

Enabling Act. #6

Role Playing

Six or

more

Correct?

es

Enabling. Act. 09

Discussion of

Primer p, 28730
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nter

Part

Enabling Activity Quiz 03

110 .110 Officers'

Record Side 1, Roles

Part l .1

15 or

more

correct?

Enabling Act,

Read Primer

p. 3,

Flow Chart Part II

Yes

Enabling Acto

112

Rules for r*
Minutes

Discussion

Enabling Act,

015

Read Primer

P. 5-6

No

Enabling Act.

113

Sample of

Minutes

Enabling Aot,

#14

Write Minutes

of Session

Quiz 14

Minutes

14:14........ 9 of 11

correct? 7;4 Enabling Act,

116

Agendas

Tapes

Enabling Act.

#17

Study Agendas

Quiz 05

12xit - Part II

4.6.0.011111.



Flow C4kt 'Part III

Know

enough abodt

elections?,

Yes

'Enabling A

1120

Study .13y-laws

answer questions

Exam

'EnablIng ht1 .#21

Leader's Notebook

Enabling Act.

119

Read Primer

p. 317 ,



Item

Materials & Equipment List

Use Source

A Primer of Parlia-
mentary Procedures

Act. 2, 8, 9, 11,
15, 19

Bureauof Communications
National Board of YWCA
600 Lexington Ave.
New York, N.Y. 10022'.
30 each 50 for $12.50

16 mm. film projector
'record player
overhead projector
cassette tape player

Act. 4

Act. 3, 7, 10
Act. 7, 5, 18
Intro., Act. #16, 19

Fi1m-328-8 Parlia-
mentary Procedures-
B/W 16 min.

Act. Order from Media Center

Transparency of_
"conducting a Meeting" Act. 1

"Notions & Amendments" Act. 5

"Conducting Elections" Act. 18

See enclosed masters

Record "Say It
Right With Parlia-
"mentary Procedure"
by Bernard P. Phelps,
Ph.D.

Act. 3, 7, 10 Scott Publishing Co.
1719 Ravenwood Ave.
Dayton, OH 45406

Price,. $6.25

Copy of Club's y-
Laws and/or
constitution

Act. 19

Cassette TaPe of
Narrative

Act. 16r_18
Introductien

1 5

Included in module



Introduction

Instructions to Resource Person Read the following script or play
tape.

Whet people take an office in an organization or become invol.ied

in the business of the organization, they want the meetings to go ,

smoothly. Most clubs and groups adopt specific procedures to keep

the business meetings flowing smoothly. Robert's Rules of Order ro

usually used as a basis for the proc '.1res but most gro

informal enough to use a modified set of rules.

The first part of this m dule will cov6r the order of business'
7

and how t:o make motions since these two aspects of group leadership

are the moSt urgently needed by a new participant.

PartI1.povers the duties of the officers, writing minutes and

writing agendas.

Part III covers election of officers and using by-laws

Instructions to Participants''--

This Leadership Training-Module has been designed-to be adcom=-

plishea as a group kogram to be done in three sessions of froM two_

t.cp three hours each. :The Resource Person shoUld, help provide the

.materials and.equipment you need, clarify any portions of the pro-
l.

. cedures which are unclear, help you make decisions about your,progress.,

-serve as an evaluator and generally facilitate attainment of your

goals.

Tutn off tape and wait for instructions frOm the'esource Person-

1 6



Pre-Assessment

Answer yes or no to each question.

If you answer yes to any Of these questions you should take this'
module.

1. Have you been elected to an office in your organization? Yes

2. Do you plan to run for office soon? Yes

3. 'Would. you like to see the meetings that you attend run Yes
more smoothly and properly?

The Resource Person will begin Enabling Activity



Conducting Business Meetings Effectively

Part I

Part I will help you learn about:

Order of Business (Activities 1 4)

.Motions El:Amendments (Activities 5 - p)

You will heed the following Equipment for this part:

Materials:

oassette tape player

overhead.pxojector

16 mm. prolector

record player

Conducting,a meeting trAnsparency

Motions and amendments transparendy

A Primer of Parliamentary-Pxocedure

Ro.corcI, "say It'llight:With Parliamentary Pxocedure"

Parliathentary Procedure

Copies of Quiz #1 and Quiz #2 ,

18
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Enabling Activity #1

Using the "Conducting a Meeting" Transparency

Directions to Resource Person.

1 Discuss.the order of business using the transparency to

illustrate:

2. State each order of business and have participants read
off the corresponding reply from the "What tO Say" column..

3. Select participant to take the role of chairman, secretary,
committeehairmen, etc. and, practice following the order
.of business.

4. Select, either Enabling Activity 2 or.3.

Note:

Announcements may follow minutes, committee reports or new business.

The Order of business may be changed,or special needs'if. there-are

no" objections.

Optional Activity

1 9
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Conducting a Meeting

1. Call to order

2. Reading f the minutes

if no

if yes

you may

3. Committee reports, (if
any).

if accepted

if rejected

LI': Unfinished business

.5: New business

6: AnnoUncements

7. Adjornment

or

2 0

12

What To'Say

"The meeting"will please come to
order."

the secretary please read the
'minutes of.the.previous meeting."

(minutes read).

" there .AJtrcions or
additionS to the minutes?"

"The minutes stand approved as fead"

rIf there are no further corrections,H
the Minutes stand apprq¼ied as
corrected."

"Do ..I hear a
the reading

"We will now

(report read)

Motion to dispense with
of the minuteS?'"

hear the .rePort Of the
committee."-.'

"You have heard the report of the
cOmmittee: 'What is .your pleasure?"

"The:repOrt of the committee
is accepted."

"The feport of the, Committee
is.rejected."

"Is there any unfinished businessr

"Is there any new business?".

"Are there any announcements to be
made at this time?"

"Il there is no furthem busineSs,
the Meeting stands_adtbined"

"Mr- ChairMan, I move we adjorn."
-(-MtArion Vored on),



Enabling Activity #2

1. Read pp. 4 9 of A Primer. of Parliamentary Procedure, beginning
with the call to order. (p. 4)

2. Guide your reading with the following questions:

a. Who calls the meeting t _order? (p. 4)

b. Wb. does

c.

,nt calling on the secretary?

.How does this differ from what you discussed on the
transparency? (p, 4)

What follows the reading of the minutes? Why-is it only
"received"? (p 6)

Only very formal organizations have the President's and
:Corresponding Secretary's report. Why, do you think?- (p. 7)

e. Why is it important for the President to call committee
.chairmen by name? :(P. 7)

f. What does the Presidentdo during the reports? (p. 8)

g, Is a motion necessary after a reiSort? (p. 8)

h.. Which comes first new or old business? Why?,. (p. 8)

i. When are*announcements made? ,(p. 7, 8)

J. Can-:the order.of business by changed? How? (p. 9)

Check your.answers with'the key on page 14.
,

HaVe Resource PersOn conduct Enabling ACtiViry,

21
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An4wen4 to EnabZing Activity #2

a, Th-e Pnesident

b, "Tie Tany, Mi44 Many 'Smith; witZ ned the minute4 oi

c.viou4Meeting

The. 4ecnetany £4. caLted- by name.

Tnea4unee4 Repont.. Time doe's not.penmit mem-ben4 to check

the accUnacy thi4 nepont.

d. An4wen4.wiLe vany..

e. Eveny memben, panticuZant.yanew memben 4houtd know

being catted upon 4ndwhy..

'In oAden to=;givethe committee chaitman t e 4pottight,,the'.

pne-sident nemax:n4 4eate,d...

.(3.
No motio:rt nece44anY a4ten a nepont unte44 thene have been

necommendation4 6on action' inaudedin it.

h. 0,,ed DA un6ini4hed, bu4ine44 4iAZt o th.at any buisine;s4.i4

compUted.that may e46ect neW bune.44.

PA.OA to adjounnment on.duning Png.i)idz"nt'4 neOnt.

Ve4,:; with the penmi44j_on o6.

2 2

14



_Enabling Activity #3

,'.cord "Say It ilf4ht With Parliamentary Procedures"

Directions to Resource Person:

1. Play Side 1 Part 2

2. On the board write or have written the Order of business
as each is Mentioned on the record. (See record jacket
back.)

Stop the record for questions.

. Use the following questions to discuss the record:

a. Why have a definite order. Of business?

b. What_is a quorum?

c. Why have committee reports before any business is
conducted?

What is pending business called? (Old or unfinished
business)

e. How can committee or meeting be adjourned?

4. Have Resource Person conduct Enabling Activity #4.

2 3

15



Anawek6 ok fhabting Activity "3

a. A 6tde.pkint.6ok the MLting 40 eveky memben knowz what come4

next

L.

Minimum numbek 06 Membek4 that mu4t be pkezent 6ok the gkoup

to tdke action4egaity
J-

/ c. Becau6e membe4.4,-ns.ed to know what in6o/mat.i.on 0c4 been gathened

.by committeeS be6oke they vote undek new buzine44 on committee

kecommendation4

d. aed on un6ini4hed buAine44

e. By a motion .6kom a membut. oiL the pkezident may ctoze the meet,4ng

i6.theite i4 no 6ukthek bu4ine44

2 4

16



Enabling Activity #4

Directions to Resource Person:

I. Introduce the film explaining that the plot centers around
high school children organizing a club-- Have participantS
anticipate what comes next in order of busineSs.

.
Ask for questions concerning film or any previous matter.

3. Administer Quiz #1.

2 5

17



QUIZ #1 ORDER '.OF BUSINESS

i LIST IN'A-ORMAL ORDER THE ITEM OF BUSINESS AT A MEETING,.

F,

!

ENTER ENABLING ACTIVITY #5 IF ALL ANSWERS ARE CORRECT.

DO THE ALTERNATE ACTIVITY(2 OR 3) IF YOU MADE ERRORS.

2 6

18



Answen Key Quiz 01

a. Catt to ()Advt.=

b. Reading o6 the -inutes

c. Committee nepokts

d. Unnished business (otd business)

e. New business

6. Announcements

g. Adjouknment

Scoring:

Announcements may follow minutes, committee reports or new
business.

Accept any reasonable explanations for deviation from the
answer key.

Other items such as Treasurer's Report, President's Report,.
Program, may be accepted but the list should include all of
the basic seven.

2 7

19



Enabling Activity #5

Directions to Resource Person -

Ilse. transparency, "motion & samendments.": Cover "amendments"

section with a sheet of Paper. Discuss,each step of presenting

a motion. Emphasize'the following points;

1. The chairman (or President) ealls the person by name so
that the, group knows who is speaking and the secretary
can include the naMe in the minutes.

2. The Proper way to start a motion is to say "I move that"
not "I make a motion." This mistake should be avoided.

3. The presiding officer need not recognize the "seconding"
member by name.

4. The Chairman restates the motion at least twice so that
all can hear it through the microphone and understand it.

5. A motion cannot be voted upon unless two people want it
to be. This is the purpose of the "Fecond."

6. The chairman asks for discussion but a motion may 1:a voted
7on without anyonediscussing the pros & cons of the proposal.

7. 'The president may call for the vote if there is no discussion-
or-the discussion seems to be finished.

8. A member usually calls for the vote; when this is done it
stops discussion.- I. others want more discussion, then
the group must ote on the "question."

9. It is out of order to discuss other matters unrelated to
the main motion being considered.

Do not discuss voting procedures other than-the voice vote (viva voce)
until Enabling Act. #9.

Uncover and discuss each step in the "amendments"'section emphasizing
the following points:

1. An amendment is voted on before the main motion it amends.

2. Amendments require a second.

2 8
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1.

2.

TRANSPARENCY FOR MOTIONS

Motions

&'AMENDMENTS

"Madam Chairman?"'

"Mrs. Smith.."

Member rises and addresses
,chairman

Chairman recognizes .(calls 'name
of) member

3. Members states motion "Madam Chairman, I move that
." (Not I make a motion

that Twy

4. Another members seconds "I sebond the motion." (not
recognized by chairman)

5. Chairman restates motion "It has been moved and seconded
that

6. Discussion lead by chairthan "Is there any discussion?"

if yes (chairman recognizes the
,members who speak for or
against the motion.)

if no "Are you ready for the vote?"

7. The vote: member(s) calls out

Chairman calls for vote

if passed

if not passed.

"I call for the vote."

"It has been moved and seconded
that

"All in favor say 'Aye'."

"Those opposed say 'No'."

"The ayes have it,
The motionlis carried,"

"The noes have it.
-The motion is defeated."

Amendments

1. Main motion is made and seconded (see above).

2. Motion to amend is made and seconded "I move to amend the thotion by
(state change)."

(see atiove)3. Amendment is voted upbn first.

Main Motion is then voted on'with
amendment.attached if passed in
step 3.

2 9
21



Enabling Activity #6

Directions to Resource Person: Have the.following statements
written on numbered index cards, one to a card.

1) You want the group to buy candy for the children
at,Christmas. Make a motion.

2) You agree with 41, second the motion.

3) Give reasons why we should get candy.

4) You want the group to also buy toys. Make an
amendment to the main motion.

5) Second the amendment.

6) Call for the vote on the amendment.

7) You want the group to haVe a spring picnic. Make
amotion.

-8) Call for the vote on the main motion.

1. Select various participants to roleplay these.parts. Give
each a card. They should do-what the card ssays in numerical
order. Select a chairman who will conduct business. Make
appropriate comments as the role playing progresses. The'
accompanying script may be used as reference.

2- Repeat the procedure (with new participants if group is
large). This time allowing them to correct their own
mistakes.

3 0
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SCRIPT

For Enabling Activity,16

First Member: Madam President

President:. Mrs. (First Member)

First Member: .

"I'move that we buy candy for the children a

Christmas."

(Note: the word "move" rather than "I make a
motion.")

Second Member: "I second the motion."

(Note the President need not recognize the
seconding member by name.)

President: "It has been moved and'seconded that we buy

candy for the children at Christmas.- Is there

any discussion?"

Third Member: Madam President

President: Mrs. (Third Member)

Third Member':\ think Id& should buy-candy because the children -

might not-get any from home.

Fourth Member: Fdam President

President: Mrs. (Fourth Member)

Fourth Member: I would like to amend the motion to read "and also

toys".

Fifth Member: I.second the motion.

President: It has been moved and geconded to amend the motion

to read "and also toys". Is there any disclaSpio?

Sixth Member: I call for the vote,

President: 'It has been Moved and geconded that We amem the

motion to read "and also toys": All ir favor say

"aye" (Pause.) All opposed say "' ".

3 1
23



.
President:

President:

The "ayeS" have i . The amendment is carried

(or passed).

Are-ou ready for the vote on the. main motion

(or previous guestion)?-

Seventh Member: Madam President; I move we have a Spring Picnic.

President: I'm sorry but your motion is out of order.

Eighth Member: I call for the vote on the main motion.

President: It has been moved and seconded that we buy candy

and toys for the children at Christmas. All in

favor, say "aye". (Pause.) Opposed "no". The

aye's have it.- Motion carried..

3 2

24-



#2 MOTIONS & AMENDMENTS

CIRCLE TRUE OR FALSE. (IFJALSE BE READY TO EXPLAIN WHY).
k.

THE PRESIDENT ALWAYS RECOGNIZES MEMBERS BY NAME.

YOU VOTE ON THE AMENDMENT BEFORE YOU VOTE ON THE
MOTIONAT AMENDS. .

THE PRESIDENT.RESTATES THE MOTION AT LEAST TWICE.

THE PROS AND CONS OF ALL MOTIONS MUST.BE DISCUSSED.

5. THE PRCSIDENT MUST CALL FOR THE VOTE,

6, CALLING FOR THE VOTE STOPS DISCUSSION.

7, ALL MOTIONS MUST HAVE A SECOND IN ORDER TO BE VOTED
UPON,

8. IT-IS OUT OF ORDER TO DISCUSS. THINGS UNRELATED TO
. THE MOTION THAT IS ON THE FLOOR.

To PASS 6 OR .BETTER

1F,NOT PASSED GO TO ENABLING ACTIVITY #7 OR 481

33

25
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Anzwen Xey,- Ouiz #2

1:

.3 .

F

T

The pne4ident need onty Aeco9niL7e the maken o6 the
main motion not the zeconden. T.t is potite to .

tecognize othet 4peaken4, howevet.

,Thi4 4..s done 40 att witt'know exactty what a being
voted on.

4. F DiscU.s,sion i4 .24ked ion but not kequilted.

5. F Any membCh Oh the pne6ident may catt. 6on the vote.

6. T The pte-sident may at6o cattAot the vote.

7, 'T

$. T

If you missed more than two questions above choose Activity #7 or
ActiVity #8 before going on the Activity #9.

3 4
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Enabling Activity #7

1. Listen to the record, Say It Right With Parliamentary Pro7
cedure, Side 2, Part 2.

Enabling Activity #8

, Read A Primer of Parliamentary Procedure, p. 10-13 and p. 21.

Enabling Activity #9

Dirctions to Resource Person: .

-,-- .

1.. Prepare to discuss types of voting procedures by studying
:pp. 28-30 of A Primer .of Parliamentary Procedures.

. Distribute worksheets with the eight voting teTims listed,
leaving space for the participant to take note from your
ledture.

.- 3. Discuss voting procedures using the following list of
definitions and exampleS of when each kind of vote is used.

TYPE

Voice Vote
(viva vcce)

Show of
Bands.
(rising 7ote

Ballot
(secret bE.11ot)

General
Consent

DEFINITION

members vote by call-
ing out "aye" or "no"

members raise their
hands or stand to have
their votes counted

member§ vote by writing.
their votes'on slips of
paper or electronically

The President asks, "If
there are no objections

3 5
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WHEN USED

most motions

when a voice vt-_.e
is t.ao-close tc
deteinime the winner

for elections or when
and exact .record of-
-the vote Must be kept

approving minutes,
commimte repommL,
or other routje
busi..aes



Majority at least one more than
haif the votes-cast

Plurality the most votes

Two-thirds, requires two-thirds
Vote of the votes to pass

most motions

elections

when a motion takes
away or limits the
rights of members;
constitutional amend--
ments

Unanimous every member votes uncontested decisions
the same way

3 6
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Voice Vote (viva voce)

ShoW of Hands (Rising Vote)

Ballot (Secret Ballot)

General Consent

Majority

Plurality

Two-Thirds Vote

Unanimous.

. Voting

3 7
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Part II of this Module will help you learn about:

Role of officers Activity #10, 11

Minutes Activity #12-15

Agendas Activity #16

You will need the following:

Record Player

Cassette Tape Player

Activity #10

Activity #12, 16

Materials:

Record, "Say It Right With Parliamentary Procedure" - Side
Part i

'A Primer of Parliamentary Procedure_

Copies of-Quiz #3 and 44

Copies of "RuleS for Writing Minutes'

Sample Minutes

-Tape of Narrative

38

29



Enabling Activity #10

Directions to the Resource Person Before playing record "Say
It Right With Parliamentary Procedure" ask following questions:

1. What are the normal officers of a group? (Answer should
include President (chairman), Vice (or Co-) Chairman,
Secretary, Treasurer and Parliamentarian.)

2. Where can you look for specific duties of these officers?
(Club's by-laws, constitution, National Guidelines, etc.)

3. The record explains the jobs of the first four of the
officers. Have group listen to record Side 1, Part 1.
As the participants mention duties write them on the

board under each office.

4. Refer if possible to club by-laws for cross-checking and
any additions.'

The accompanying list conies from the record.

PRESIDENT

calls to order
guides assembly through agenda
leads the discussion of motions
annolinces results of votes taken
enforces correct procedures
sets time and agenda

yuf.FIREEnEtti

stands in for president when president is absent or
participating in debate
program chairman
liaison between president's various comittees

UCRETARY

keeps simple and brief record of decision mad and actions
taken _

Roll
Committee assignments and appointments
Give pertinent data to committees
Correspondence (if no corresponding secretary)

'TREASURER

Keeper'of funds (dues, grants, donations, money',making

projects)
Pay bills when directed by society and over signature

of President
Report financial cond.ition of group

J. 3 9
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PARLIAMENTARIAN (Not on record)

Serve as authoritY on 'proceaures
Calls members out of order' when ne2essary
Keeps physical needs of the meeting --
Property (ventilation, microphones, etc

4 0
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QUIZ #3 OFFICERS' ROLES

MATCH THE, O'FFICERS WITH THEIR JOBS.

WRITE THE INITIAL OF EACH OFFICE'IN FRONT OF THE JOB.

SEt THE LIST AT THE BOTTOM OF THE PAGE.

te.

;STANDS IN FOR PRESIDENT

FOLLOWS AGENDA

3. SEES THAT/RULES ARE FOLLOWED

4. 'KEEPS THE RECORDS

5. LEADS THE DISCUSSING OF MOTIONS

6. SERVES AS PROGRAM CHAIRMAN

7, SERVES AS AUTHORITY ON PROCEDURES OF BUSINESS

8. KEEPS A LIST OF COMMITTEE ASSIGNMENTS AND APPOINTMENTS

9. REPORTS FINANCIAL CONDITION OF GROUP

101 SERVES AS LIAISON BETWEEN PRESIDENT AND VARIOUS COMMITTEES

11. KEEPS FUNDS

12. PAYS'BILLS AS DIRECTED BY PRESIDENT AND SECRETARY

13. CALLS MEMBERS "OUT OF ORDER" WHEN NECESSARY

14. TAKES CARE OF CORRtSPONDENCE

15. CALLS MEETING TO ORDER

16.. ANNOUNCES RESULTS OF VOTES TAKEN

17. TAKES OR KEEPS ROLL

18. SETS TIMES AND AGENDA

19. STANDS IN FOR PRESIDENT WHEN THE PRESIDENT PARTICIPATES IN DEBATE

20. TAKES CARE OF PHYSICAL NEEDS OF MEETING AS DIRECTED BY PRESIDENT

= VESIRENT OR CHAIRMAN
= ICE rRESIDENT CO-CHAIRMAN

S = SECRETARY

T = pEASURER
X = ARLIAMENTARIAN

To PASS 15 CORRECT; IF LESS THAN 15 GO TO ENABLING ACTIVITY 1111. IF
PASS GO TO ENABLING ACTIVITY M12.

4 1
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An4we4 Key '--

1. VP

Quiz #3

T

P 12.,) T

3. , X 13. X

4. S 14. S

5, P 15: P

6. VP 16. P

7. X 17. S

8. S 18. 19,

T 19. .VP

1 0. VP 20. X

15 of 20 to pass. Ifyou did not-pass d.64En'ab1ing Activity #11
before going on to Activity, 412.

,

4 2
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Enabling Activity #11

1. Read pp. 3'and 37 in A Primer of Parliamentary Procedure.

Enabling Activity #12

Rules for Writing Minutes

1. The first paragraph should include answers to the following
questions:

What name of organization
Who - the person and title presiding,
When date, year and time
Where- location of meeting
Why reason for meeting where applicable

2. Speakers Should be identified by name and title.

3. Dpscriptive comments about programs and speakers should
not be used.

The name of the person.making the motion.should be
included.along with the exact words of the motion and
its disposition.

5. The name of the perSon seconding a motion is hot necessary
unless the motion is very controversial.

6. The secretary should sign the minutes followed by.the
secretary's title. "Respectfully submitted", is considered ,
oldfashioned.

7. After the minutes have been approved the secretary should
write the word "approved" at the bottom with,the date and
the secretary's initials.

8. Personal pronouns (such as we, us) should be avoided.

Directions to Resource Person:

Discuss the need fRr correctly written minutes. Distribute
and discuss- the fotlowing rules.

4 3
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Enabling Activity. #13

Directions to Resource Person -

Have participants review samples of minutes noting correct
and/or incorrect procedures, using the check list from
Enabling Activity #12.

4 4
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Date:

HILLSBOROUGH COUNTY FOLLOW THROUGH PROJECT

Higites

5eptembr 29, 1975

center: Tampa

Meeting (Check One)

Mini PAC ,

Conmittee ,

,Othor City Wide PAC

The first City-Wide-PAC meeting of Project':Follow Through was held

at Sulphur Springs School on Monday night September 29, 1975 with kOsetta

Floyd, Co-Chairman presiding.

The meeting was opened with meditation offering by Claudine StAtOn,

oneof our Follow. Through Homeroom MOthers.

A mution was passed to amend the hy-laws.

An election Of officers followed with the following persons elected

tO offices for Project Follow Through:

Rosetta Floyd--Thpno.-- City Wide PAC Chairman

Wilma Dooley - Sulphur Springs SChool - Co-Chairman

Jewell Hett -- Oak Park - Secretary

Sherry Coniglio -.Thono. - Co-Seci-etary

Doris Emilut - SSS - Treasurer

Betty Leport - SSS Parlimentarian

Afte elections, a'talk was presented by Mr. Lawrence WOrden, Geheral

:Director of the Depart. of EleMentary Education. The subject.coyered the

Aevelopment of your child as a whole child. A question and answer period

followed which was beneficial to all parents present.

The door prize was awarded and the meeting adjourned at 8:50 .m:

submltted by Jewel 1 'Nett
*Secretary

36
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.HILLSBOROUCH COUNTY FOLUM TH7,OUCH PROJECT

Minutes

,, I0/27/75 M.et.ing (CI-Ick One)

Center: Tam,pa Mini PAC
Committee
.0ther City Vide PAC

s,econd meeting_ of Enalect_EolLotahraliah_AA1. held at Sulphur
0

Swings School an-Monday. Octaher 21th'at 1:30 _p.m.'

Presiding was Rosetta Floyd, City-Wide PAC CKairwoman.

First on the agenda was the reiding of the minutes by Jewell Kett,

City-Wide AC SecretarY. Next Mrs. Floyd expl.ained to:the group whdt

happened .at the emergency budget committee meeting October 27tb_ 120-000

71s-:the FollowIhrough Proiram allotmentr medical and dental -care.

CHELSA wants $10,122.46 for their s'ervice which iS over half of the total

money budgeted for-health serviCes. Parents, who werepresent, mere\in

agreement to seeing if we'touid do without, CHELSA and getting tocctors %and

dentists to service Our children without going through CHELLA.

We'Were then. honored with a ta)k-tiy Roseina:Seigel., Supermor of the

Dept. of School PsYchology Ofiiillsborough County, Tamaa, Florida. .The

.topic wa s. ih generil "The.Emotional Pi-Obleihs .of bur. 'Children." A-dis-
_

-cussion with the parents followed.

A program followed, aresente'd bythe Parent Educators of Oak Park.

School, entitled "Dan-ces Through the Ages." Ihe-lZarent Educators, dressed

'as gb'apls, monsters 'arid ghosts perfOrmed-the following dances: 'First

Halloween Minuet',, theValtz,-the,Charleston,'Tango, Boogie Woogie, Cha-

Cha, the twiSt and the modern'day mansters'Bump. The presentation.was

enjoyed by all. A treat was passed out to the children b'y the perforMers.

Announcements of coming events were presented by'Doris Emilut, City-

Vide PAC Treasurer.,

. Oak Park School won the Attendance Banher and a door prize was won

by _Mrs. Margaret Baker.

3,7 Continue&
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The meetimg adjnurnekt at El

4 7
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bate:

HILLSBOROUGH. COUNTI FOLLOW THROUGH PROJECT

Minutes

12/15/75
Meeting (Check One)

Center: Tampa, Fla. PAC
Committee
Other City !,:ide PAC

city-wide_PAC meeting was held on pecember 15th at 7:30 p.m. in the Sulphur,

Springs Sdiool Auditorium Rosetta
Floyd, chairwomAn, opened the meeting.

Medi Was given by Gloria Lewisparent/parent educator Dak Park School.

Betty Leport;chairwoman of Nerlth & Nutrition, gave Iheneport of that

committee. 0

Doris Emilut, PAC'-treasurer, gaYe the budaet report'.

New business was.on political actiOn: It was decided,=.7z.take the Follow

contingent.of parents to a public hearing wtth §e , Lawton Chiles

-Decvember 16th at g:00 a.m. Volunteer names were taken. //

Dr. Ralph SWank, a pediatric-surgeon, was then introduced by Virginia Evans,

Foliow Through nurse. Dr. Swank spoke on "Conditions in Children That Can be

CorreCted by Surgery"., with a slide presentation.

Mr. George Bruce introduced the program for the evening. Mrs. Dixon's and

Mrs. Brown's first grade classe gave the program entitled "The Toy Shop"

The audience-participated-in'the singing of carols before the'meeting wa.

adjourned.

Submitted by Doris .Emilut
Acting Secretary
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HILLS5OMUC:i COUNTY FOLLO':! TH::WC1 PROJF.CT

Minutes

Date: V2filjE./-
c;a,-

Center: Tampa, Florida Mini PAC
Co:mmittee

Oth.1,x 'City Wide

Rosetta Floyd...._LitY-Wide_EAC_Chair Wened.Proiect Follow Through City-Wide

.PAC.meeting on Monday January 26th at p.m. .1.0 the Sulphur 5prings School Auditorium.
r

Emma McCullough 'gave meditation in the' form,of Playinithe "Lord's Prayer' on the

piano with Gloria Lewis, Eunice George, ard Mary Water (Oak Park P.E.'s) singing.

Minutes were omitted by majority consent of the parents of Thlloi4-ThroUgh. 'Rosetta

Floyd gave her report on Jacksonville and then presented awards to joAnn Lang, Virginia

Evans, FT Nurse, and Doris EMilut for participating and passing the course in First-Aid.

Doris Emilut presented a motion which was passed to transfer monies so that three

or four parents from FT schools could. participate in the conference that Will be held

in Miami on March 15th and 16th.
;

Doris Emilut, City-Wide PAC Treasurer gave the following announcements: Thonotosassa

Mini-PAC meeting, jan. 27 at 1:15 p.m. in the scLool lunchroom, GED classes every Monday

and Friday at 9:30 a.m. to 2:00 p.m. in the Parent Portable, Bas-ic Adult Education

classes every Monday aiH. Wmll'osday evening' from 6:30-9, .! p.m. Parent Portable._ .

Parent vo.Jnteers isked to serve on the following cOunty-wide committees: Lee

Osborne, Supervisor M.ith and Nam4 Tyle.t.r. Supervisor of Elementary. Schools.. They will

review the state mathematics and communications skills otddctives for state assessment
_ _

for next year for.grades & 5 county-wide. Mr: Walter Stanfordparent_from

Thontosassa School, volunteered to work with the Math committee. Mr. Monroe frorrOak.

Park will serve as an alternate. 'Mi-s. Saridy Hancock's name was submitted.to work with

the committee on communication
.--------

Rosetta Floyd & Donna Woodard wee elected to represent_Tampa_ip_helpfg'orijani4e.____

a state PAC to 'ielp the _parent nvolvement movement throughout the_stateOne other

volunteer is reeded to work with this_grouo of_parents.

Oak Park Nrent Educators put on a Bicentennial Program. They presented costumes
. _ _ _

49 Cdn tinued
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frnm,:differant rhuntrias and spng_snngs_hiLOUR COUNTRY_

Ileeting was aciiounaecL

Submi,tted by Jewell Hett
City Wide Secretary

5 0
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AfrUWe/LS to E.nabting Activity #!3

1.

Septemben. ktobe.4 Decemben., Januany

X X

X

3.

4.

5. X

6. X

7 .

8 . x

Note: Rega4ding #7 ptom the:checklist.' An -Appltovae signatuit'e
uzuatty doe,s Hot appeaA on a mirmeogItaphed co",y o minate6
these minutes afte distkibuted be6one.the meeting 'in which they

.

woutd be app4oved Onty the secAetaiLy's o66iciat copy need be
zigned as apo.o.ved oh coAnccted.



Enabling Activity 414

DireCtions to Resource Person:

1. Have participants write the minutes of the present session.

2. Ora1.1v review the contents of at least one,participant's
minUtes for correction.

3. A large group can be broken into smaller-groups for this

discussion.

5 2
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QUIZ #4 MINUTES

THE FOLLOWING MINUTES HAVE IMPORTANT ERRORS-. (K&T ADDITIONS
AND CROSS-OUT UNNECESSARy PORTIONS.

THE FOLLOW THROUGH POLICY ADVISORY COMMITTEE MEETING WAS CALL.ED

TO ORDER AT 7:30,

MRS. JEAN JONES READ THE MINUTES OF THE PREVIOUS MEETING. THEY

WERE APPROVED AS READ.

MARIE JOHNSON GAVE AN EXCITING AND ENTERTAINING TALK .ON 'TuDooR

ACTIVITIES"

AFTERAREPORT BY THE EVALUATION COMMITTEE A AOTION WAS MADE BY

AENNIE jACKSON AND SECONDED BY GERI HOWARD TO SEND 'A COPY TO THE ,

-NEWSPAPER.-

JACKIE SMITH, TREASURER, GAVE THE REPORT OF THE BAKE.SALE.

MOTION WAS MADE BY CYNTHIA KELLY AND SECONDED BY JULIE ANDERSON TO.

SPEND THE ENTIRE PROCEEDS ON A NEW SFEAKERS' PLATFORM.

RESPECTFULLY SUBMITTED,

JEAN JONES

PASS 9 OF 11 CORRECT; IF PASS GO TO,ENABLING ACTIVITY #16. IF FAILED,
GO:TO ENABLING ACTIVITY #15 FIRST.
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AnsweiL Key Quiz #.4

Additions in pa/Lentheses-; detetion,$, ciLo4sed th/Lough.

The Fottow ThiLough PotiCy Advismy Committee meeting was catied

cAdeiL at 7:30, (May 24, 1974 in the Sutphu/L SpAings' Schoot

Auditmium with Denise Dozie/L, PAC Chaiiman,.p/Lesiding.)

'Mies. Jean Jones (SecitetaiLy) /Lead t'he miRutes o6 the PAevious

meeting. They weite app/Loved as Acad.

Ma,t4e Johnson, (Sup,e/Lvi6m o"6. PhySicat Education) gave an

.

exciting and enteAtta'ining tatk n "Owedd.o/L Actives"

A6te.4 a tepoAt by the Evatuation Committee (Chakin:Man, LauAa

Wittiamson), a motion was made by Jennie Jackson and seconded by

Hewectd tO send a copy to the newspapeA.

jgelze, Titeaswiefl, ave the tepoiLt o6. the Bake Sate.

motion was made by Cyht(ia Ketty cyd, econded by Jutie AndeAson to

spend the enti,ie p4oceds o-n-a 'new speakeiLs' ptat6o/LM.

Respectliaily Submitted-,(by)

ean Jones
(Sectetcmy)

Note: ja patapLaph 6ive, the *lame p6 the peiLson seconding the motion
416 impoLtant becauSe o6 the taAge exper,ditu/Le o6 mOney. 16 a question
shoutd aiLise as to why a..U. the p/Loceeds weiue spend on a speakeiLs' Oat-

one woutd have two peopte to &heck with.

9 of 11 correct to pass. If you did not pass do Enabling Activity #15
before going on the Enabling ActiVity #16.

5 4
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Enabling Activity #15

1. Read Primer of Parliamentary Procedures, pp. 5-6.

Enabling Activity #1.6

Read or play tape of the following:

One of the main jobs of the President of any organization
is to prepare the agenda of-Ithe meeting The President may call

on the executive committee or officers to help formulate the
'agenda.

An agenda is merely a list of items to be done or discupsed

at the meeting. Sometimes an organizaticn mails out or publispw.s

in a newsletter the agenda so that members will knowlat will be
going on in advance. Sometimes copies of the list are distributed

to the members as they enter the meeting room. However, even if
the President makes only a rough list to use, it should be made-in

advance.

The order of itema on the agenda Should.be carefully thought
'out in:advance; if important items are not brought up early, some

members may have tb JeaVe and-the meeting"may be left without a

quorum.

.

The list should follow the "Order of usiiless" reComMended

elsewhere in this module. Tt should include the names'of comfiittees

which are to report along with the chairman and the person giving

the report.

A distributed agenda should also include the name of the pre-
siding officer, secretary who will read the minutes and speakers

on the program. It is also wise to have announcement dates written

out on a distributed agenda. All this should.be on the.presiding
officer's copy in any case.

In pteparing the.agenda the"president should know, if at all

possible, who will be presenting motions and have a written copy of

'the motion for reference.

A well-prepared agenda will insure a smoothly run meeting and

it will also make writing the minueas,er for the secretary
after the meeting is over.

Go to Activity #17.

5 5
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Enabling Activity/ #17

Directions to Resource Person:

Have the participants review the sample pgendas on the
folloWing pages. These pages were distributed prior to the
respective meetings so thaMmembers could follow along. They
also would be helpful to take home for-future reference as
the announcements are wtitten out.

CP

5 6
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PROJECT FOLLOW THROUGH
8412 13th Street
Tampa, Florida

932-6409
932-4676

City-Wide PAC Agenda
Rosetta Floyd,

City-Wide PAC Chairwoman
November 24, 1975

'Prelude Music Emma McCullough
Health Aide

Meditation Wilma Dooley

Reading of Minutes Jewell Nett
City-Wide PAC Secretary
Oak Park School

Reports
Florida Model Conference Sarah Mosley

Mini-PAC Co7Chairwoman.
Thontosassa School

Wilma Dooley
Mini-PAC-Chairwoman
Sulphur Springs School

Developing the Whole Child Marie Howard

Physical Activities for Physical r:ducation'

Small Children Supervisor

Coming Events Betty Leport
.City-Wide Parliamentarian
Sulphur Springs Schools

"A Thanksgiving to Remember" Parent.Educators
Thontosassa School

Health & Nutrition Committee Meeting, 12:00 noon, November 25, 1975

To elect officers and establish year's calendar - Parent Portable

Proposal Writing, November 25, 1:00 p.m., Parent Portable

Sulphur Springs School Home Room Mothers' Meeting, December 2, 8:30 a.m.,

Parent Portable

Cake Decoration Class, December 3, 11:15 a.m., Parent Portable

SeWing Class, December 9, 8:00 - 10:00 a.m. and 10:00 - 12:00, Parent

Portable

5 7
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AGENDA

COUNCIL FOR COMMUNITY ACTION

WEST TAMPA NEIGHBORHOOD SERVICE CENTER

2103 North Rome Avenue, Tampa, Fla.

Wednesday, February 4, 1976

2:00 P.M.

I. CALL TO ORDER

II. ROLL CALL AND ATTENDANCE RECORD

III: ApPROVAL OF PREVIOUS MINUTES (January 7, 1976)

IV. COMMITTEE REPORTS,

1. Housing Committee

V. -EXECUTIVE DIRECTOR:S.REPORT

1. Adceptance of Supplementary Grant Action for Project 1/ear "J",
,Octobe'r-1, 1975 thru September 31, 1976, in the amount of $35,000 -

for the funding Of Heath Start Program.Account #26, Handicapped
Efforts,.

2. Approvalof Modification to Addendum to Agreement for Delegation
of Activities under Grant H-3035 for the period October 1, 1975
to September 30, 1976 stipulati_ng compliance with all Office-of
Human Development/Office of Ch-ild Development Guidelines, specifi-
cally Transmittal Notice Head Start Policy Manual 70.1 and 70.2
for the HEW Program AcCounts #22A, #22C and #23.

3. Neighborhood Service Centers Overview Presentation

Mr. Ken Nuznoff, Sulphur Springs NSC
Mr. Charles Davis, West Tampa NSC
Mr. Robert Lavoy, Plant City NSC
Mr. Joe Scionti, Ybor City NSC

VI. ITEMS FOR INFORMATION

1. Budget Position Statements Dated September 30, 975; October 31,
1975; NoVember 30, 1975 and December 31, 1975 for the Board of'
County Commissioners.

2. Consolidated Budget Position Statement (Federal and Non-Federal
Share) for Community Services Administration Programs as.of
December 31, 1975.

5 8
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Agenda
,CoUncil for Community Action
February 4, 1976

VI. ITEMS FOR INFORMATION (Continued)

3. CSA Standards of Effectiveness, Special Condition required by
Regional Office documenting progress of CSA Programs.

4. Current Status of Project Head Start

VII. OLD BUSINESS

VIII. NEW BUSINESS

IX. ADJOURNMENT



AGENDA
SCHOOL BOARD OF HILLSBOROUGH COUNTY, FLORIDA

March 2, 1976
(7:30 P.M.)

INVOCATION

PLEDGE OF ALLEGIANCE

RECOGNITION: ROTC Recipients of Legion of ValOr Bronze Cross for
Achievement

Cadet Major Cyrell Lynch of Hillsborough High School
Cadet%Major James Alty of Brandon Thigh School

APPROVAL.OF MINUTES: February 3 and 10, 1976.

SFCTION A: REPORTS OF BOARD MEMBERS
Transportation Study,(Chairman Frank)

SECTION B: BIDS:(listed on-page 7)

SECTION C: REPORTS AND,RECOMMENDATIONS OF SUPERINTENDENT

1.00 ADMINISTRATION AND OPERATIONS DIVISION (Mr. Wharton)

1.01 Acceptance of Carpet Projects:, (Naffco, Inc.),

a. Robinson High School
b. Kingswood Elementary School
c. Mort Elementary School- '

_

*1.02 Acceptance ofRemodeling and Renovation Project at Burney Elementary-
, School. (Architects: Dykes and AssOciates; Contractor: Michael-

Lawrence).

*1.03 Request for Extension of Time (SS CD) on Remodeling and Renovations
ai West Shore Elementary School (Architects: Gottfried & Garcia;
Contractor: Boddar S Kalemeris)

6.00 SUPPORTIVE SERVICES' DIVISION(Mr. Bing).

s*6.01 Correction of Dates on.Agreement with University of South Florida
for "Computer Assisted Instruction.Program"

7.00 IINCLASSIFIED

7.01 6Jafd's Bargaining Team (Dr. Sickles)

7,01 PTA Legislative Platform (Mrs. Charlotte-Barres)
(deferred fre-previous meetings)

6 0
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Board Agenda
March 2, 1976
Page 6

SCHOOL BOARD ATTORNEY

AUDIEkCE

ADJOUPNMENT

Note: Work Session, Tuesday, March 9, 17t6 at 7:3C P.M.
Board Meettng, Tu^sday, March 1". 1076 it 7:30 P.M., Room 214 B,

County Courthouse, Tampa, Florida

6 1
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QUIZ #5 AGENDAS

WRITE AN AGENDA THAT WOULD INCLUDE ALL THE NECESSARY ITEMS. You
'MAY MAKE-UP FICTITIOUS NAMES. USE SAMPLE PGENDAS FROM ACTIVITY #17
FOR FORMAT.

MOTiON TO-WRITE LETTER TO THE CONGRESS ABOUT A CURREN ISSUE

MINUTES

SPEECH ABOUT GOOD NUTRITION

REPORT FROM THE CURRICULUM. COMMITTEE

ANNOUNCEMENT:ABOUT A COOKING CLASS

A MOTION'ABOUT GOING TO A STATE-WDE CONFERENCE WHICH WAS DISCUSSED
AT THE LAST'MEETING

THE PRESIDENT WILL PRESIDE

6 2
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Answet Key - Qui,z #5

The patticipant 6hou.td wtite an agenda 4imi..?.at to the Ottowing:

City-Wide PAC Agenda
Match 17, 1976

Ptesiding Mts. X
Ptesident

Reading o6 Minutes MA.4. V

Sectetaty
8

Committee Reponts
Cutticutum Committee Mit(5. Z

Chaitman

,'Otd Business State-Wide Conlienence

New Business Lettet on Medicad
tO Congtess_

"Good Nuttition" V.
Ditectok o6Jood

Ptogitam6

Anitouncemeuts Afk. A

'C'oolzipg CLzos Mvich 31, 9:00-12:00 a.m., 'Schoot Lunch,toom

6 3
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Part III

Election - Activities 18-19

- Activity 20

Equipment needed for Part III 7 cassette tape player
overhead projector

6 4
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EAabling Activity #18

Directions to Resource Person:

Play tape or read script. As each item is discussed, point
to it on the transparency "Conducting Election's".

The election of officers step is probably the most important

made by, any group because those elected willEet the pace and charac-

ter of the group for the entire term of office.

Because of the importance of the election it should be the only

business at the designated meeting. Election night, however, is not

when the business of the election should be begun.

At the previous meeting a nominating committee should have been

appointed by the PresidentA if the by-laws provide. Three to five
.1

people will suffice and tr14 should not be those likely to seek

office. Past presidents and present officers may be good choices

along with other interested people,:

The nominating committee selects one person per office and checks

with them to see if they will accept the office, if elected. Care'

should be taken to see that all nominees are qualified and'meet re-

quirements as set forth in the by-laws.

The list of nominees (called "the slate") is read on election

night. But nominationls are usually taken from the floor also. (See

by-laws).

If there is more than one candidate for each office, a secret

ballot may be used ot the candidates may leave the rooM so a show

of hands may be made. Prior to the meeting the President should

select two more personS to collect and count ballots. The secretary

writes nominees on the board and helps tally Votes. As each office/
1

6 5



comes up for election the President should state the requirements,

duties and term of office as outlined in the by-laws.

In a large group when people do not know each other well, it

is wise and proper to have each candidate come to the podium and

briefly outline their qualifications. All potential candidates

should be forewarned of this procedure. They should include previous

offices held, length of membership, committee memberships and out-

side jobs which might help qualify them for the offices they seek.

It may be necessary for the President 'to limit the speeches to a

certain time.Iimit.

The new President is usually elected first so that the most

highly qualified person may be chosen. Other qualified persons

may then seek lesser offices. To open the election the President

says, "THE ELECTION OF OFFICERS IS NOW OPEN.. THE OFFICE OF PRESIDENT

IS NOW OPEN. THE NOMINATING COMMITTEE HAS PROPOSED LORETTA RODREQUEZ.

ARE THERE AN'i FURTHER NOMINATIONS FROM THE FLOOR?"

After nominations are all made, the chairman calls for the nomina-

tions to cease. The chairman may say,."DO I HEAR A MOTION FOR THE

NOMINATIONS TO CLOSE?," or the chairman may say, "IF THERE ARE NO

FURTHER NOMTNATIONS, I DECLARE THE NOMINATIONS CLOSED. WILL THE

CANDIDATES PLEASE COME FORWARD, STATE YOUR NAME AND ANY QUALIFICA-

TIONS FOR OFFICES."

After this procedure the President calls for the vote in the

order nominated or alphabetical order.

The President announces the results by saying "MARIA MARTINEZ

HAS BEEN ELECTED PRESIDENT. CONGRATULATIONS!" It is not as kind to

call out the exact t&lly of votes but this may be done. After all
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officers are elected the President may call them to the front for

recognition. Installation ceremonies may then follow.

If you feel like you know enough about elections, go on to study
the by-laws of your organization regarding elections. (Enabling

Activity #20.) If you want detailed reading on elections, do
Enabling Activity #19.
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Conducting Elections

1. Appoint Nominating Committee
(At least one month before
election.)

2. Select Slate of Officers

3. Ask nominees

4. Reconvene Nominating Committee
(if there are any refusals)

5. Open Elections

6. Present Slate
(Done by Nominating Committee
ch'airman)-

.7. Call for nominations from the
floor.

8. Close the nomination's

9. Introduce Nominees
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What to Siy

"I have appointed the
following people to The
nominating coMmittee..."

"Would you accept the
office if elected?"

"The Election of Officers
is now open."

"The Nominating Committee,
has proposed the following,
members for election to
office:

President (name)
Vice President (rame)
Secretary (name),
TreasUrer ,(name)
Parliamentarian (name)

"The office of President
is now open-.. The Nominat-
ing Committee has proposed
(name). Are there any
further nominations from
the floor?"

"Do I,hear a Motion for the
nominations to close?.°

OR

"If there are no further
nominations, I declare
the nominations closed."

the candidates please
come.forward, state'your
name and nay qUalifications
for the office."



0. Call for= the vote

1.. Announce results
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"All in favor.of.(name)
for the president, please
raise your hand."

"(Name) has been elected
President. Congratulations."



Enabling Activity #19

'Read A Primer of Parliamentary Procedure, pp. 31 - 33.

G9 oenabling Activity #20.

Enabling Activity #20'

IZead and study the by-laws of your organization and answer the
following questions. Include the section number of reference.

Example:

a, Do your by-laws have a section.exclusively on elections?
Ye. Section E.

.1. What are the offices to, e elected?

2. 'Who is eligible to vote i!n electTon?

3. What is the term of office for each officer?

What special qualificatiorsmust a President -have (if any)?

5. Is a nominating coranittee provided for?

By what kind of vote must an officer be elected?

-Answers will vary.

Take Final Exam pp. 63-64
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Answeks Olt Enabting Activity #20

AccoAding to the By-Laws oi Hitt4bokough County fottow Th4ough
PaAent Adviso!ty Committee:

1. Cl

2. D3

3. E2

4. El

5. E4 (NO)

6. ES

7 1



OPTIONAL FINAL EXAM

THE BEST-PST TEST FOR THIS MODULE WOULD BE FOR THE PARTICIPANT
TO SUCCESSFULLY CONDUCT OR PARTICIPATE IN A BUSINESS MEETING.

THE FOLLOWING WRITTEN TEST IS AN OPTIONAL ACTIVITY FOR THOSE
PARTICIPANTS WHO WANT TO TEST THEIR SUCCESS IN LEARNING THE CONTENT
OF THIS MODULE.-

WHICH OF THE FOLLOWING IS NOT INCLUDED IN THE MINUTES?

A) NAME OF PERSON PRESIDING- B) tDCATION OF MEETING

C) TITLES OF SPEAKERS D) DESCRIPTIVE COMMENTS ABOUT

SPEAKERS

o
4, WHICH OF THE FOLLOWING DOES A PRESIDENT RoI NEED-ON HAND?

A) THE AGENDA B) THE MINUTES C) THE NAMES BF COMMITTEE

CHAIRMEN AD) A COPY,OF THE BYLAWS
Ca..

3 AHICH OF THE FOLLOWING IS NOT A RESPONSIBILITY OF THE-

VICE PRESIDENT?

)0. PROGRAM cHAIRMAN B) STAND7LN FOR PRESIDENT cs;-

/ C) CORRESPONDENCE D) COMMITTEE LIAISON:.

WHICH OF THE FOLLOWING IS NOT INCLUDED IR OLD'BUSINESS?

A) ANNOUNCEMENTS OF COMING EVENTS B) UNFINISHED BUSINESS

C) BUSINESS POSTPONED FROM LAST MEETING D) PENDING BUSINESS

THE RULES OF THE ORGANIZATION SHOULD NOT ORIGINATE IN

A) THE BYLAWS B) THE CONSWUTION 0 THE PARLIAMENTARIAN

D) ROBERT'S RuLaa_aE QUER-

7 2

63



S.

MMICH OF THEFOLLOWING IS NOT GENERALLY INCbDED ON

AGENDAS(

A) A LIST OF ITEMS TO BE DISCUSSED Et) NAMES OF COMMITTEES

TO REPORT C) THE SLATE OF OFFICERS D) THE ORDER OF BUSINESS'

WHICH OF THE FOLLOWING WOULD NOT NORMALLY BE SAID BY THE

PRESIDENT?

A) "1 SECOND. THE MOTION?" B) "THE 'AYES''.HAVE.IT"

C) "ARE THERE ANY NOMINATIONS FROM THE FLOORS?"

D) "ARE YOU REAM FOR THE VOTE?"

WHICH OF THE FOLLOWING IS NOT NORMALLY INCLUDED IN BY-LAWS?

yO WHO IS ELIGIBLE TO VOTE B) QUALIFICATION TOR OFFICERS

C) TERMS OF OFFICES D) MA1N,MOTIONS

WHICH OF THE FOLLOWING IS NOT A TYPE OF VOTINC PROCEDURE?-
c

A) VOICE VOTE B) PARLIAMENTARY VOTE C) SHOW OF HANDS

D) GENERAL CONSENT

10. WHICH OF THE FOLLOWING ITEMS DOES NOT FOLLOW COMMITTEE

REPORTS IN THE NORMAL ORDER OF BUSINESS:

A) ADJOURNMENT B) READING OF THE MINUTES C) NEW BUSINESS

D) UNFINISHED BUSINESS
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Art4wen. Key Finat k,,xarn

1. d

2. b

5. c

4. a.

5. c.

A..

7.

S.

9. b

10. b
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Enabl-kng.Activity #21

Directions .to Resource Person:

Have participants put together a reference notebook for officers
which.might incluOe 'the following iteMs:

Officers Notebeok
Table of Contents:

Parliamentary Procedures

Conducting a meeting
Motions & Ameridments
Conducting Elections

By-laws

Committee Functions

PAC Budget

'Officers' telephone directory

Fedex-al Guidelines

'Calendars & Agendas/

. Minutes

Copy of ATrimer'of Parliamentary Procedure

Appreciation is extended to the Hillsborough County follow ThroUgh-
Project for their gencrOsity inosharing this document with ot',7
F'1.61-ida educators.
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